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Each Application Tracking System (ATS) is programmed to what hiring managers are looking for on a resume and cover letter. These suggested keywords frequently appear in an ATS.  The words are in past tense, because this indicates what you did (actionable) in your previous position.

	Accepted
	Animated
	Documented
	Maximized
	Replaced

	Activated
	Anticipated
	Drilled
	Minimized
	Resolved

	Adjusted
	Arbitrated
	Enhanced
	Moderated
	Rotated

	Administered
	Arranged
	Exchanged
	Monitored
	Separated

	Aligned
	Assemble
	Expanded
	Modeled
	Sharpened

	Allowed
	Briefed
	Explained
	Negotiated
	Sized up

	Analyzed
	Budgeted
	Ensured
	Networked
	Started

	Answered
	Categorized
	Facilitated
	Optimized
	Summarized

	Applied
	Coded
	Filed
	Obtained
	Simplified

	Arranged
	Collected
	Fixed
	Ordered
	Subdivided

	Assembled
	Combined
	Formatted
	Outlined
	Selected

	Audited
	Compiled
	Formulated
	Organized
	Separated

	Balanced
	Composed
	Framed
	Originated
	Specified

	Blueprinted
	Connected
	Followed
	Operated
	Sketched

	Breadboard
	Consolidate
	Formatted
	Overhauled
	Supported

	Broke
	Construct
	Guided
	Owned
	Solved or Problem Solved

	Broke Down
	Coped
	Generalized
	Planned
	Summarized

	Build (Built)
	Correspond
	Generated
	Portrayed
	Teach (Taught)

	Calibrated
	Created
	Grinded
	Prescribed
	Tested

	Changed
	Cultivated
	Gripped
	Produced
	Trained

	Characterized
	Debugged
	Grouped
	Provided
	Tabulated

	Charted
	Depict
	Handled
	Prepared
	Translated

	Checked
	Designed
	Investigated
	Prioritized
	Traced

	Classified
	Developed
	Identified
	Produced
	Transformed

	Cleaned
	Devised
	Illustrated
	Proofread
	Transcribed

	Closed
	Dictated
	Inferred
	Proved
	Troubleshooted

	Combined
	Delegated
	Interrupted
	Programmed
	Typed

	Compared
	Demonstrated
	Inventoried
	Query (Queried)
	Transferred

	Composed
	Designed
	Imported
	Rearranged
	Unified

	Confirmed
	Detected
	Improved
	Reconstructed
	Used

	Connected
	Diagnosed
	Incorporated
	Referred
	Utilized

	Constructed
	Diagramed
	Integrated
	Related
	Upheld

	Contrasted
	Differentiated
	Interfaced
	Reorganized
	Validated

	Corrected
	Directed
	Joined
	Revised
	Verified

	Correlated
	Dismantled
	Lectured
	Rewrite (Rewrote)
	Wrapped

	Corroborated
	Dissected
	Lead
	Reconciled
	Wrote

	Coordinated
	Distinguished
	Looked for
	Related
	Weighed

	Collaborated
	Discovered
	Managed
	Repaired
	Worked On

	Collected / Gathered
	Divided
	Modified
	Responded
	




